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L | GEORGIA DEPARTMENT OF HUMAN RESOURCES, '
v ‘APP_iCATIUN FOR RECORDS RETENTION SCHED'ULE OFFICE OF ADMINISTRATIVE SERVICES
A 2 . - RECORDS MANAGEMENT UNIT,
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For instructions on completing this form contact DHR Records Management Unit, 47 Tnmtv Avenue. Atlanta, Georgla
30334. Phone - (404) 6564976 .GIST: 221-4983 ;

DHR 1. GEORGIA DEPARTMENT OF HUMAN | RESOURCES ARCHIVES AND MISTORY f
Application Date Office of the Commissioner’ miwm Numbec I
February 26, 1980 | Office of Audits 39&-6
Apoiication Number 8010 1256 Briarcliff Road, N. E. Date Flooewad Date Completed
80-11 Atlanta, Georgia 30306 MAR 3 1980 IMAR 19 1980
2. .Pomnr to“Cont-ct w;kTG Title v T:lephone Number
David G. Price Director, Office of Audits 894-3700

3. Actior Requestad
s. 3 Establish Retention Schedule; record wlll continue to accumulate.
b. O Dispose of prasent accumulation; no further saccumulation snticipstsd,

74-395-A  to transfer record copy to
74-398-A  State Archives

c. (YAmend Application No. _2_Schedules Check One: Kl Chenge; [ Suparcede; (I Void
4. Dartes of Series 6. Records Serlas Troe Hollowed by title used in office; If differsnt) i
Eacliont Latest .
| see attached listing
8. Division lnd Office Function What is the function of the Division and the Office in which this record series is created? :
7. Records Series Description Thus file contains the following docur;'whts finclude form nymbers and tities, if any):  Attach semples of the tile.

Documents relating to:

Included are:

The file is arranged :

8. Monthly Refersnce Rate How often sre records referred +o which are:
Onstosixmonthsold . : Sewntotnelwmonthisold _____ ___;  Thireen to twenty-four months old H
twenty-five months end older ? ’
8. Annusl Rate of Accumulation or Records
Letrer-size drawers : Legalsizedrawers ________ _ ; Shelws —__ ____ ; Other [Specify)
. Form 4998 (7-78) ) (Over)
e G e ———————
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! GEORGIA DEPARTMENT OF HUMAN RESOURCES

'APPLIQATIGN‘)FDR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
g o P : : RECORDS MANAGEMENT UNIT © -

-

AN

For mstructuons on cornpletmg th}s form contact DHR Reoords Manag’ement Umt 47 Trinity Avenue, Atlanta Georgta
30334, Phone - {304) 6564976 GIST: 221-4983

DHR 1. GEORGIA DEPAHTMEN‘!’ OF HUMAN RESOURCES . ARCHIVES AND HISTORY

Application Date Office of the Commissioner Application Number

May 2, 1979 Office of Audits . o L 7N=-3986-A

1256 Briarcliff Road, N. E.

Application Number Atlanta, Georgia 30306 ' | Date Received Date Complate:.i

DHR 79-11 through 79-17 o _ MAY 71878 jauL 5 1e78

2. Person 10 Contact ] Working Title T Telephone Number
David G. Price Director, Office of Audits 894-%

s. [JEstablish Retantion Schedule; record will continus to accumu B10.s o longer do

3. Action Requented % (x) Rescind Appl. No. 301 gx) Transfer to Dept of Medlcal Assistance 74-396

b. nDnspou of present sccumulation; no furthar accumulstion anticipatsd, X74_ 395
c. Elamend Application No. 5 schedules Check One: [J Change;

@ to make changes in

74-398/ -%74-399 -~ -
mz B3 T 745316 T 77 [,01

retention period

Earliest Latest
-see attached listin % -
1968 | to present|- .ogs. g DHR State-wide application

4, Dates of Series . 6. Records Seﬂel Title ffol!omd by title usod in office, if different] wording and to- lengtheér

6. Divixion and Ofﬁoo Function  , Whatisthe funetion of the Divi;'"lon snd the OHfice in which this record series is created?

The Dcpartment of Human Resources, through the leadership of the Commissioner, 1s responsible for plan~

grams‘ administration of public assistance programs; Federal Food Programs; administration of pro-
grans which enable the non-productive members of society (blind, physically and mentally handicapped)
to function as productive members of society; administration of programs for the elderly; evaluation
of programs of the Department, and suggesting improvements in these programs; and support services.

erly accounted for and are expended according to the requirements of the law and policiles, procedures
and regulations applicable thereto. Also, to help Management iImprove the efficiency, economy, and ef- .

ning, organizing, directing, coordinating, and controlling the delivery of services to residents of :
Georgxa. Included are: diagnosis and treatment of mental disorders; control of physical health pro- '

e, e

The Office of Audits has the rTesponsibility to determine whether all funds due the Department are prop—

fectlveness of operations by identifying where improvements are needed. I

7. Records Series Description This file contains the following documents fincfuds form numbers and titles, if anyr-_ﬂtach samples of the file.

Documents relating to:

see attached listing
Included are:

m file is arranged :
v 20 NS
AT AN

8. Monthly Reference Rate : How often are records refarred to which are:
" One to six months old Seven to twaw months old :  Thirtesn to twenty-four months old :

twenty-five monthsendolder ___ . 7

— —_——

9. Annusl Rate of Accurnulation or Records

Latter-sizadrawers . Logalsize drewers .__'-._-T__ : Shelves e -3 Other [Specify)

Form 4998 (7-78) ' {Over)




12 are approved,

of explanation.)

Recommendations in parsgraph

’”f‘"f”f"f’:_""“’ Jotter ‘.: w{*ﬁ Q: . ,@ w/

State Records Committee “Signarum)

YES | NO | 10. Questionnaira {Place an X" in the prepdr eolumn) ' _:/ s yb(‘z ‘2.“
a. s this the officisl copy of the series? . ' L . ~_ .
® . If not, whers s it? . R o ;
b. Does the sories contaln confidential informatien requiring security handling? If yes, cite law or regulation. T Y P
X DHR Procedure IV-H - Administrative Procedures Manual . '
X €. Is this a vital record? f i
b4 d. Don this sarias have historical or long tefm ressarch velue? )
.. Whon one or two documents in the file make k necassary to koep the entln file for s long penod could these documenu
X ___be scheduled separgtely? ‘ \
x 1. Is the informatiod contained in this saries ever published? If yet, attach copy. T
.  a——— e
- g. isthe information contalned in this series ever analyzed and/or recordod ina wmmanzed report?
X If yes, attach copy.
h. Is thers a duplication of this series in your ofﬁco or in another office or sgency?
x it yos, where?
X 1. s this serias (or a majfor portion of It} regularly microfilmed?
X j. Doas the record series rasult in a computer printout? _ 4 -
11. Retention Requirements - - The following requires the serles to be kept: '
P | '
a. State Law ——— . ysBrs, - d, Auditpericd - _years,
b. Statute of limitstion —— . yesrs. 8. Administrative nead ' years.
c. Federsl law years. ‘ f. Federel retontion Instructions years.
-Attach copy or excarpt of {aws or ro.gulniom. Explain sdministrative need. '
12. Approved Disposition Instructions  This agency recommends that the file serias be cut off at the end of sach: '
: Dcalendar Year; [ Fiscal Year; O Other then,
D Hold in the current filessrea ____________ menth(s} : ysar{s); then
U] Transfer to Jocal holdingerea; hold ____ _ yearls); then
O Teansfer to State Records Center;hold . year{s); then
3 Destroy i
{3 Trensfer to Stats Archives for permanent retentien. )
O Other {Specity)
Thess ln;‘clmctic;nl apply 1o all prior and future accumulations of the saries.
Agancy Head/Designee (Signature} o 1 Date Records Mﬁnagamant Officar [Signature) Data
W2 sy | Llperotio N-Covarr | apsopss
i A > .
R A - Elizabeth W. Crank C.R.M.
Date

-
State Auditor/! slgnee ‘ é

2373

627 .

Form 4588 (7-78)
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' Application to Aﬁend Records Retention Schedules

s

Office of Audits - page 3 CONTRACT AUDIT SECTION
TO AMEND
Appl.
No. - Description \él\ Disposition
74-395 FAMILY AND CHILDREN SERVICES Cut off file as follows:

COUNTY AND FOOD STAMP AUDIT
REPORT FILES — Documents re-
lating to auditing State-allo-
cated funds expended by Family
and Children Services County
Food Stamp Programs. Included,
but not limited to, are:
Statement of Revenue Expenses,
and Budget comparison; Analysis
of State and Federal Receipts;
Schedules of Accounts Receivable,
Encumbrances, Prepaid Expenses,
Equipment Purchases, Accounts
Payable; auditor's transmittal
letter summarizing audit re-

 sults, revenue and expenditure
statement, statement of admini-
strative expenses, adjusting en-
tries, bank reconciliations;
and supporting papers. The file
is arranged chronologically by
fiscal year; thereunder, alpha-
betically by county; thereunder,
by DHR Division; thereunder, by
program.

74-398~P\  COUNTY HEALTH DEPARTMENT, HEALTH E

' DISTRICT, AND MENTAL HEALTH
CATCHMENT AREA REPORT FILES - Doc-
uments relating to auditing State-
allocated funds expended by County
Health Departments, Health Dis~

Office of Audits
(Record Copy)

Upon determination that all
audit questions have been
resolved, place all perti-
nent papers for a particular
audit in the inactive file;
cut off dinactive file at end
of each fiscal year; hold
in current files area 2
years; transfer to State
Records Center; hold 3
years; then destroy.

DHR Offices/ Divisions/
Sections/ Units
(Réference Copy of Audit)

Upon determination that all
audit questions have been
resolved, place all reference
papers for audit in the in-
active file; cut off inac-
tive file at end of each
fiscal year; hold 2 years;
then destroy.

Earlier destruction of audit
reference papers is authorized.

Cut Off file as follows:

Office of Audits

__(Record Copy)
Upon determination that all
audit questions have been



. Application to Amend Records Retention Schedules

* “Offite of Audits = page &'

v

TO AMEND

Appl.
No.

74-398
(cont.)

74-399

CONTRACT AUDIT SECTION

Description

tricts, and Mental Health Catch-
ment areas. Included, but not
limited to, are: Statement of
Revenue, Expenses, and Budget
Comparison; Analysis of State
and County Receipts; Schedules
of Accounts Receivable, Encum-
brances, Prepaid Expenses,
Equipment Purchases, Accounts

‘Payable; auditor's transmittal

letter summarizing audit re-
sults, revenue and expenditure
statement, adjusting entries, ,
bank reconciliations; and sup-
porting papers. The file is
arranged chronologically by
fiscal year; thereunder, al-
phabetically by county; there-
under, by District; thereunder,
by Catchment Area.

CONTRACT AUDIT REPORT FILES Q{Ei

(Titles III, IV-A, IV-D, V, VI,
VII, XVI, XX) - Documents re-
lating to auditing contract pro-
grams which may include day care
centers, mental retardation cen-

ters, child support recovery pro-

grams, aging programs, and any
other patient-client related

Disposition

Cut off file as follows:

Office of Audits

(Record Copy)

Upon determination that all
audit questions have been
resolved, place all perti-~
nent papers for a particular
audit in the inactive file;
cut off inactive file at end
of each fiscal year: hold
in current files area 2
years; transfer to State
Records Center; hold 3
years; then destroy.

DHR Offices/ Divisions/
Sections/ Units

(Reference Copy of Audit)

Upon determination that all
audit questions have been
resolved, place all reference
papexrs for audit in the in-
active file; cut off inac-
tive file at end of each
fiscal year; hold 2 years;
then destroy.

Earlier destruction of audit
reference papers is authorized.

Cut off file as follows:

Office of Audits

(Record Copy)

Upon determination that all
audit questions have been
resolved, place all perti-
nent papers for a particular
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OFFICE OF SECAETANY OF STATE —

JAGERCY, Divielon, Sukdivision b Adwinistering Office Address o ."'“" to CM‘AF‘ ]
. Department of Human Resources :
- Office of Evaluation and Research : G. M. Chattin

= op LSTE 4w NS , ; PAGE
g . . OF Application for DEPARTMERT OF ARCEIVER b RIBTORY & )
! . GEORGIA RECORDS DISPOSITION STANDARD FECORDE MABAGENENT DIVISION
[1 . feoricaticn bate o Wiasrrvtrrord Ses 0lpcrntt—:_—:.—:-t-;cli;m. For eo.—f-?.'nan af [} FOR RECORDS MARAGEMERT DIVISION USE
,OthPex' 30, 1974 front and reverse of this form. Sign original and two copies Date Recelved Applleetion wo. Date Completed
D, Agency Application Ro. nd forward to Department of Archives and Wistory, Attention: NOV 1 4 1974 Jd- :‘_’Jqﬁlov 21 1974'
. DHR"'DER-I Records Managément Officer. , . - I 5 S

. Internal Audit Unit T o TR
618 Ponce De Leon Ave,, Atlanta, Ga, 30308 " " Chief Auditor 894-5695
_ =
7.ACTION REQUESTED
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED.
(8 .Earliest & Latest [9.Exact Series Title B 3 |
Dates of Series ' _
F/Y 1968 to present COUNTY HEALTH DEPARTMENT AUDIT REPORT FILES o

10 What is the function of the offlce in which this record series is created?

The Office of Evaluation and Researeh provides the Management Team with personnel who can
objectively evaluate and analyze the effectiveness of the Department's programs,

The Internal Audit Unit has the responsiblity to determine whether all funds due the
Department are properly accounted for and are expended according to the requirements
of the law and the policies, procedures and regulations applicable thereto. Also, to
help Management improve the. efficiency, economy and effectiveness of operations by
identifying where improvements are needed

B ~ T e - Lo
IhNELE :

- L. =N - e - ¢

11. This file contains the follow1ng documents (1nc1ude form nunbers and tltles, if any,
and file arrangeylent) . ) o
Documents relating thUdlting Ty state~allocated funds expended by COUnty Health
Departments, . 77;7_ P . S
Included py+ no+ Ilm|+eﬁﬁ?b‘ére “auditor's transmittal letter summarizing results of
audit, revenue and expenditure statement, statement of administrative expenses, ad justing
entries, bank reconciliations, and supporting documents and work papers.

Files are arranged chronologically by fiscal year; thetdunder wlphabetically by name of <
Locounty. in - }.-ch awati-we s-pertrorwed.,

ATTACH SAMPLES OF THE FILE

AN aE

Wo. of Dravaers Cu. Pt. of Records

t 2 . lqh}rlllf LI} 33 # Wo. of Dravere Cu. Pt. of Records

ANRUAL RATE OF ACCUMULATION
Letter-slze File Dravers .

1.5 3

in Officele) In Storage Aresis)

Legal-saize File Dravers Floor Space Occypled (squ..r: Teet) —

. LY
 AYEMAGE DATLY REFERENGES A
. . i -

A

- =
Form: AR-50-T1

C T
|

This Laet Precedingfall Prior
Year'a Year'ae Yeur'e Years'
N e

- "’:,. ' )




S\GB/?OR ST e 2

-] y it ¥ § __L__‘::
QUESTIONNAIRE Place an “x" ln the proper rolunn It anaver fs "YE5, please explaln = 1 , ) R ! YES ‘: No i
13. Is this the Record Cop% of the series? . . ‘; [x]’?[ ]
1k, Is there a duplication of this ¢eries in another office or agency° Voo . f T'f[x]
15. Ts the 1nformatlon contained in this series ever summarlzed or publlshed° o ”[x]
Attach copy of summary or publication. L
16, Does the serlés contaln classified information requiring security handllng9 1 Ixl
17. Does the series 1n1t1ate, amend or terminate agency p011c1es and procedures‘P 1 ]i?[x]
18. Could the function be performed if the files were lost or destroyed? x] [ 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x]
20. Does the record series provide data as input to an EDP file? [ 1 [X] i
21. Does the record series contain documentation produced as EDP printout? -~ - = °° [ ] [x]
22. Has the Federal Government issued instructions governing the retention/dispo- [ 1 [X]
sition of these files? . i o e ;
23. Wlll ‘there be & need For these records 10, 15 years from now? I yes, what9 ' ”TTJT X1
ok, REQUIREHENTS The follow1ng requlres the files to be kept _:,,,4 ‘I years ”

~ - oo {‘"

a.[ISTATE b '[]STATUI‘E oF ;c []AUDI'I‘ d. []F‘EDERAL e [ﬁADMINIoTRATIVE T f. []HISTORICAL
LAW ' LIMITATION PERTOD LAW . .  DECISION - - > . . VALUE - ¢ =
(Cite Law, Statute, or other reason for the retention roguirement)
"Based on previous reference experience, the Internal Audit needs a four year retention.

25. AGENCY RECOMMENDATIONS. This agency reeoﬁmends that the file series be cut off at the end

of each -[]CALENDAR YEAR -[R]FISCAL YEAR -[]OTHER , _ ,2then:
[X] Hold in the current files ares * ' month(s)/ 2 __year(s):

[x] Transfer to. [x1 _State Becords Center, [ ].Local Holding Area; hold_. 22 year(s)

[X] Destroy. -

[ ] Transfer to State Archjveg for permanent retention. e e

[ ] Destroy immediately after cut-off. . = . L .

[ 1 other? (Specify) .. .~ = ... .. . .. L -

-l - e # f - -

(Indicate briefly ratiomnale for recommendations above/or write additional remarks):

JE e I i s s v

2 Recﬁ’;Zé: e’" f teer (Signature) f;;eﬂ OTHER REQUIRED SIGNATURES DATE
{ f 2 A
26. Recommen at1ons Age ‘ﬂead/Destgnee i éL W* 7
: in paragraph 2 Approved Disapproved . . . _ /Z_
Ll . are: Audi tor/Destgnee - \\ ‘ i
5 ' __ [;,};Egproved [ ] Disapproved \(AL»\Q“, . “\ h_ﬂx’_rr\ =24
| [STATE RECORDS jafSec of gegteibesignee | 7] a00 My |
| COMMITTEE d [ :ZL/D'Isapgroved / / //‘-/‘7-7,9[
Att y General/Designee _ '
. Approved [ ] Disapproved]’ ‘ v [)-2/-2Y
L

—




.--Records Retention Schedule °

Office of Audits

GEORGIA DEPARTMENT OF HUMAN RESOURCES

f OFFICE OF THE COMMISSIONER

FINANCIAL MANAGEMENT

i

Contrect Audits Section

Appl.
No.

74-395-A

74-398-A

Description

FAMILY AND CHILDREN SERVICES
COUNTY AND FOOD STAMP AUDIT
REPORT FILES ~ Documents re-
lating to auditing State-
allocated funds expended by
Family and Children Services
County Food Stamp Programs.
Included, but not limited to,
are: Statement of Revenue Ex-
penses, and Budget comparison;
Analysis of State and Federal
Recelipts; Schedules of Ac-
counts Receivable, Encumbrances,
Prepaid Expenses, Equipment Pur-
chases, Accounts Payvable; au-
ditor's transmittal letter sum-
marizing audit results, revenue
and expenditure statement, state-
ment of administrative expenses,
adjusting entries, bank reconcili-
ations; and supporting papers.
The file ig arranged chronologi-
cally by fiscal year; thereunder,
alphabetically by county; there-
under, by DHR Division; there-
under, by program. '

COUNTY HEALTH DEPARTMENT, HEALTH
DISTRICT, AND MENTAL HEALTH
CATCHMENT AREA REPORT FILES - Doc-~
uments relating to auditing State-
allocated funds expended by County
Health Departments, Health
Districts, and Mental Health
Catchment areas. Included, but

II-E.5.A-1

Disposition

Cut off file as follows:

Office of Audits

(Record Copy)

Upon determination that all
audit questions have been
resolved, place all perti-
nent papers for a particular
audit in the inactive file;
cut off inactive file at end
of each fiscal year; hold
in current files area 2
years; transfer to State
Records Center; hold 3

years; then transfer to
State Archives.

DHR Office/ Divisions/
Sections/ Units

(Reference Copy of Audit)

Upon determination that all
audit questions have been
resolved, place all reference
papers for auvdit in the in-
active file; cut off inac-
tive file at end of each
fiscal year; hold 2 years;
then destroy.

Earlier destruction of audit
reference papers in author-
ized.

APPROVED: 3/19/80C
Cut off file as follows:

Office of Audits

(Record Copy)

Upon determination that all
audit questions have been

resolved, place all perti-
nent papers for a particu-



el SN

~ Records Retention Schedule ,

Otfice of Audits

GEORGIA DEPARTMENT OF HUMAN RESOURCES

¢ OFFICE OF THE COMMISSIONER
FINANCIAL MANAGEMENT

Contract Audits Section

Appl.
No.

74-398-A
(cont.)

74-399-A

i
!

Description

not limited to, are: Statement
of Revenue, Expenses, and Budget
Comparison; Analysis of State
and County Receipts; Schedules
of Accounts Receivable, Encum-
brances, Prepaid Expenses,
Equipment Purchases, Accounts
Payablé; auditor's transmittal
letter summarizing audit results,
revenue and expenditure statement,
adjusting entries, bank reconcil-
iations; and supporting papers.
The file is arranged chronologi-
cally by fiscal year; thereun-
der, alphabetically by county;
thereunder, by District; there-
under, by Catchment area.

CONTRACT AUDIT REPORT1FILES
(Titles III, IV-A, IV-D, V, VI,

- VII, XVI, XX) - Documents re-—

lating to auditing contract pro-
grams which may include day care
centers, mental retardation cen-
ters, child support recovery pro-
grams, aging programs, and any
other patient-client related
vendors funded through Titles
III, IV-A, IV-D, V, VI, VII,
XVI, and XX. 1Included, but not
limited to, are: Statement of
Revenue, Expenses, and Budget
Comparison; Analysis of State
and Federal Receipts; Schedules
of Accounts Receivable, Encum-

brances, Prepaid Expenses, Equip-
ment Purchases, Accounts Payable;

‘auditor's transmittal letter

summarizing audit results, reve-

II-E.5.A-2

Disposition

lar audit in the inactive
file; cut off inactive file
at end of each fiscal year;
hold in current files area

2 years; transfer to State
Records Center; hold 3

years; then transfer to
State Archives.

DHR Offices/ Divisions/
Sections/ Units

(Reference Copy of Audit)

APPROVED:

Upon determination that all
audit questions have been
resolved, place all reference
papers for audit in the in-
active file; cut off inac-~
tive at end of each fiscal
year; hold 2 years; then
destroy.

Earlier destruction of audit
reference papers is author~-
ized.

3/19/80

Cut off file as follows:

Office of Audits

(Record Copy)

Upon determination that all
audit questions have been
resolved, place all perti-
nent papers for a particular
audit in the inactive file;
cut off inactive file at end
of each fiscal year; hold in
current files area 2 years;
transfer to State Records
Center; hold 3 years; then
destroy.

DHR Offices/ Divisions/
Sections/ Units

(Reference Copy of Audit)

Upon determination that all




